U3A MAC USERS GROUP
Introduction to your Macintosh Computer

TIME MACHINE

Time Machine is the built-in backup that works with your Mac and an external
drive (sold separately) or Time Capsule. Connect the drive, tell Time Machine to
use it, and relax. Time Machine automatically backs up your entire Mac,
including system files, applications, accounts, preferences, email messages,
music, photos, movies, and documents. But what makes Time Machine different
from other backup applications is that it not only keeps a spare copy of every
file, it remembers how your system looked on any given day—so you can revisit
your Mac as it appeared in the past. Time Machine keeps hourly backups for the past 24 hours, daily
backups for the past month, and weekly backups until your backup drive is full.

For full instructions on setting up and using Time Machine visit:
http://support.apple.com/kb/HT1427

MAC DASHBOARD

Not everything you do on your Mac requires a heavy-duty application. For those smaller
~ tasks, Mac OS X features Dashboard. Dashboard provides access to several fun and

| functional, mini applications called widgets.

Dashboard includes widgets for some of your Mac applications, such as Address Book and
iCal, which allow you to access your contacts and view your iCal events, respectively,
without having to switch over to the full application. You can add more widgets to Dashboard and even
create your own widgets.

For full instructions on using your Dashboard visit:

http://support.apple.com/kb/HT2492

LAUNCHPAD

One of the most flashy and i0S-inspired features in Mac OS X Lion is Launchpad,
Apple's new app launcher. Launchpad is a new way to view a grid of apps you own on
your Mac, much like how an iPad's home screen looks. It's a good way to organize
your apps so you'll never have to dig through the Applications folder again. And when
you buy an app from the Mac App Store, it pops right into Launchpad.

(Lo

MISSION CONTROL

In OS X Lion, Mission Control brings together full-screen apps, Dashboard, Exposé, and
Desktops in one new feature that gives you an overview of everything on your system.
With a three finger swipe up on the trackpad, your desktop zooms out to Mission
Control.

For full instructions on using your MISSION CONTROL visit:
http:/support.apple.com/kb/HT4689

DOCK

The Dock is the bar of icons that sits at the bottom or side of your screen. It provides easy access to some
of the applications on your Mac (such as Mail, Safari, Address Book, and QuickTime Player), displays
which applications are currently running, and holds windows in their minimized state. It's also the place
to find the Trash (its icon looks like a waste basket). For your convenience, you can add your own
applications, files, and folders to the Dock too.

More information:http://support.apple.com/kb/HT2474
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MENU BAR TOOLS

2. MENU BAR TOOLS
Finder File Edit View ( . 8.0.0 AbourghisiMac
3 : The Apple icon
About This Mac What' der it? )
Software Update... ats up erit: ) >
App Store... . About this Mac - info about your Mac and /
e Elflerences... - what’s on it including Serial Number (click - /OS =
Dock » | onthe Version 10.7.5 or ?7?) ac
. ! Version 10.7.5
Location > | S
' | Software Update... |
Recent Items > :i Llnks to InterHEt for Processor 2.7 GHz Intel Core i7
Force Qun Y 38 8 f ° SOftware Updates Memory 4 GB 1333 MHz DDR3
| _
| ] d LlnkS tO App StOI'e Startup Disk Macintosh HD
Sleep .
| More Info... |
Restart... Links to ) e °
ShUt Down~-- ° SyStem Preferences All RlzLa::‘?(eselr\?Sj. 2L?c‘e21?cp:gre’;;ellt
Log Out Colin Gould... ©3%Q * Dock preferences
* Location - for more than one network (eg home and work)
File Edit View
1. FINDER About Finder
* Open Preferences and see what you can alter - check that your Preferences... %,
Hard Disks, External Disks and CDs, DVDs and iPods are clicked SO empty Trash... ¢x@
they show on the desktop Secure Empty Trash...
[EGN Edit View Go Window Hely 2. FILE Services >
New Finder Window #N . . Hide Finder ®8H
NewFolder ~~  oEN | * Create folders, open items, duplicate, Hide Others 2t
New Smart Folder ~ ¥N | make aliases move itmes to the trash Show A
New Burn Folder { _
Ot | try them all.
S,ﬁ’:{‘ b %P’ [ Go Window Help
Close Window 8W 3 EDIT as Icons 81
Get Info %I * (Cut, Copy, Paste etc commands here v as List %2
C 101 - as Columns 83
ompress “10 tips & Tricks
as Cover Flow 84
Duplicate #D
Make Alias %L 4. VIEW Clean Up Selection
3uick§°°k gLOltID= & THicks B sey * Customise how items appear - eg as Clean Up By
snow Origina R . .
Add to Sidebar T a list, icons, columns and arrange Arrange By >
Move to Trash %@ them, sort them etc Show Path Bar
Eject ®¥E )
Burn *10 tips & Tricks” to Disc... * Have a look at Customise Toolbar - z'i‘g:"ssi:fe‘;:r"a’ Y:é
Find %F open a Folder and add Icons to its
. Hide Toolbar ET
Label:
abe Toolbar (each Folder will then have Customize Toolbar...

those Tools on its toolbar) To

. . Show View Options &)
Remove simple drag it off. P

* A quick shortcut to places on your computer (eg Applications, Home, Documents etc)

6. WINDOW
* A few commands which work with any open windows (ie Folders Applications)

7. HELP
* Opens the built-in Search to locate items in your computer

U3A Mac Users Group - Introduction to Your Mac



THE “OTHER” ICONS ON THE MENU TOOLBAR

Skype Google Drive Symantic Anti Virus Date & Time Computer Name Searchlight

™~ « NN Y

QN YD ; = ¢ 000w Wed12:222PM Colin Gould Q

~ N

Time Machine  Display Bluetooth WiFi Volume Power

Time Machine - see above page

Display - to show the display alternatives here open System Preferences, Displays and tick the box Show
Display in Menu Bar

Bluetooth - see below

WiFi - this shows which wireless networks are available and how strong the signal is

Volume - increase or decrease the volume here

Power - shows whether on Battery or Power Adaptor and how charged the battery is

Date & Time - set them here

Searchlight - similar to the Search but displays all items which match the search

Note: The Menu Bar will be different for different applications. These notes refer to the Menu Bar when
Finder is displayed

BLUETOOTH

is the name given to the wireless technology that allows data to be exchanged over
short distances - examples: cordless mouse/keyboard/printer, hands-free mobile
phone, sending files/photos from one device to another (iphone to computer or
computer to computer)

To use Bluetooth you must have it turned ON and Discoverable (for others to see it).
Unless you wish to use Bluetooth it is advisable to have it turned OFF and have
Discoverable OFF especially when in public places. This prevents anyone from having a “wander”
through your computer.

You can always turn it on when you wish to use it.

For more information visit:

http://www.apple.com/support/bluetooth/

Since many terms related to Bluetooth surveillance use some variation of the Bluetooth brand name,
it helps to get a few sorted out.

Bluejacking, a prank that involves sending fellow Bluetooth users unsolicited text messages, doesn't
actually have anything to do with hijacking, even though the name implies it. The term is simply a
hybrid of Bluetooth and "ajack," the username of the Malaysian IT who discovered the glitch and
spread the news over the Internet.

Bluejacking, although potentially irritating to users who don't want any part of the joke, won't harm or
steal anyone's information. Bluesnarfing, on the other hand, happens when an attacker reads,
changes or copies information from a person's phone, such as a phone book, address book or
calendar. More serious infringements of bluesnarfing include taking over someone's phone and using
it to make phone calls, send text messages or surf the Web.
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Customize Your Mac with a Screen Saver and Desktop Image

SCREENSAVERS

Screen savers offer a great way to customize — and

enjoy — your Mac. You have a variety of screen savers | = /[ swoual |

to choose from:

2.

The column on the left lists the possibilities. You
also tell Mac OS X to generate a screen saver
automatically based on the album art in yo

Choose System Preferences from the Apple
menu.

Click Desktop & Screen Saver; then click the
Screen Saver tab.

pictures you want as a screensaver.

Simply click any of the available options to choose a
screen saver. Try the different Display Styles

8 00 Desktop & Screen Saver

TN ceen sver |

Screen Savers Preview

a King Island

a Mix

u Parade

(i SUNDAY

& Events

= 2012

& 32nd MJF

a B&) Wedding

&5 Birds

& Canada 07
j Cuba

S
e ¥

gkl |%a = | | options... | |  Test |

Display Style

|_| Use random screen saver

[ Show with clock

| Hot Corners...

You can try it by clicking Test below the Preview screen.

DESKTOP IMAGE

Your desktop picture is the most high-profile item on your computer. So why not showcase your

individuality by changing the default desktop settings? Your Mac comes equipped with more than the

default picture; in fact, Apple preinstalls many images to choose from. To change your desktop picture:
1. From the Apple menu, choose System

Preferences to open the System Preferences
window.

Click the Desktop & Screen Saver button.
Click the Desktop tab; the left pane lists the
different folders from which you can choose
an image. The right pane displays thumbnails,
small images, of the images in the selected
folder.

You can select from the pictures preinstalled
by Apple or from any of your photos in iPhoto
or in a folder on your computer

For more detailed information:
http://support.apple.com/kb/ht2478

800 Desktop & Screen Saver
() o] C—

Deskto;L Screen Saver |

IMG_0337

| Stretch to Fill Screen % |

v Apple
(1] Desktop Pictures
(] Nature
(1 Plants
£ Art
(7] Black & White
(1] Abstract
(L] Patterns
.’ Solid Colors
» iPhoto
» Folders

+| = [_] Change picture: | Every 30 minutes
Random order
[Z]Translucent menu bar

/4
()
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SYSTEM PREFERENCES

System Preferences controls
system-wide settings
("global" settings), and is

available from the Apple (.’)
menu at the upper-left corner
of the screen. System
Preferences lets you to adjust
things like your screen
resolution, keyboard control,
mouse control, sound, printer
settings, sharing settings,
accounts, and more.

Some of the controls you can
change are:
» (Customize your mouse
and trackpad
= Change your sounds
= Change your Mac's sleep
settings

® 0 0
< | > | [ Showall

System Preferences

—

Personal

i.. Nc;

General

Desktop &
Screen Saver

Hardware

[

CDs & DVDs Displays

Internet & Wireless
iCloud Mail, Contacts
& Calendars
System

P | S

Users &

Parental
Groups Controls

Energy
Saver

28

MobileMe

%

Date & Time

-_ | s
o
Mission Language
Control & Text
Keyboard Mouse

® o

Network

& &
Software
Update

Speech

9
Security
& Privacy

Trackpad

<
Spotlight Universal
Access

=0

Print & Scan Sound

Time Machine Startup Disk

= Change the appearance of your Mac

= Change your OS X language

Visit this site for more details: http://support.apple.com/kb/HT2490

SOFTWARE UPDATES

3l word File Edit View It

1 1S Ma
aftware Update...
App Store

A

System Preferences...

Dock I
Location >
Recent Items 3
Force Quit... NED
Sleep

Restart...

Shut Down...

accepting it.

Under the Software Update Link in the
Menu Bar (when Software Update is
open) click on Preferences - here you can
set it to austomatically check for update
weekly (or whenever)

The Software Update link is found under the Apple icon in the top left
hand corner of your screen.
When you click it the Update will immediately begin a search of your
computer and any updates that are available.

Software Update WI[lETCN

When it finds new software to update you
can view Details to see what it is before

Abo

Services

Hide Software Update
Hide Others

A
vV A

Quit Software Update

oftware Update

#H
X &H

#Q

It is recommended that you do this regularly - otherwise you may find you have many hundreds of mbs
(and many minutes) to download. Mac constantly provides updates as applications are improved or

security “holes” are discovered.

Also check updates for your browser and other applications like Word. Generally software companies

will notify you of updates when they are available. If unsure of any updates (ie possible virus) check with
the software company - go to their website and see if they are talking of an update - if they are (and often
you can download it from there) then its OK.
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